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FAQ’S FOR ENTRY OF TIME & ATTENDANCE DURING GOVERNMENT 
SHUTDOWN 

SEPTEMBER 30, 2013 
 

1.  I have received notice that I will be furloughed (not excepted) during the government 
shutdown.  How do I enter my time and attendance? 
 
For the current pay period, 2013-21, through September 30, report all hours worked, leave taken, 
etc., as you normally would (only for September 22-30). 
 
The remainder of the October 1-5 period should be recorded against the Furlough pay code 
(Quicktime pay code 103).  Employees should keep track of the time they spent on shutdown 
activities.  Amended timesheets will be completed after government operations resume to reflect 
actual time spent on shutdown activities. 
 
2.  I have received notice that I have been excepted from the furlough.  How do I enter my 
T&A? 
 
For the current pay period, 2013-21, through September 30, report all hours worked, leave taken, 
etc., as you normally would (for September 22-30). 
 
For the balance of the pay period (October 1-5), hours should be recorded against the Furlough 
pay code.   
 
Excepted personnel should keep track off-line the hours worked for later submission of an 
amended timesheet when Congress enacts an appropriation bill. 
 
3.  I have received notice that I am exempt from the furlough.  How do I enter my T&A? 
 
Exempt personnel are funded by a non-lapsing appropriation, and therefore you report all hours 
worked or leave taken as you normally would. 
 
4.  What if I am furloughed, but it’s only for a few days? 
 
If Congress enacts an appropriation bill and an employee Returns to Duty anytime between 
October 1 – October 5, 2013 (in pay period 2013-21), timesheets would need to be “unverified” 
to allow for update for actual hours worked and/or furlough hours.  Normal T&A processing 
procedures would then be followed. 
 
5.  What if the furlough lasts longer than this pay period, 2013-21, which ends on October 
5? 
 
Exempt employees will continue to record their actual time worked.  
 
For excepted personnel, hours should continue to be recorded against the Quicktime pay code 
103 (furlough hours).   Excepted personnel should continue to keep track off-line the hours 
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worked for later submission of an amended timesheet when Congress enacts an appropriation 
bill.  IBC will assume that timesheets not submitted by October 23 (for the pay period ending 
October 20), should be charged to Quicktime  pay code 103 (furlough hours).   
 
 


